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Introduction

ach site, subsite and section has its own calendar. The calendar tasks
that you can perform are dependent upon the level of editing privilege
you have been assigned.

The calendar within the Site Workspace is the calendar for the main site. Only
a Site Director or a Homepage Editor for the main site can access and edit it.
Homepage Editors, however, cannot perform all the tasks available to Site
Directors.

The calendar within the Subsite Workspace is the calendar for that subsite.
Only a Site Director, a Subsite Director for that subsite or a Homepage Editor
for that subsite can access and edit this calendar.

The calendar within a Section Workspace is the calendar for that section. The
Section Editor for that section can access and edit this calendar. In addition,
the Site Director has access to that calendar as does the Subsite Director if that
section is on that subsite.

In this chapter, we will cover the calendar tasks available to Site Directors.
Some of these tasks are not available to Subsite Directors, Homepage Editors
and Section Editors. These will be noted

Audience
Schoolwires recommends that all editors read this chapter.
Objectives
In this chapter you will learn to:
e Change the views on the calendar in Site Manager.
e Add quick events.
e Add detailed events, including mandatory and registered events.
e Editevents.
e Force events from a site or subsite to appear on the respective homepage.
e Request that events added to a subsite calendar be posted to the site calendar.

e Request that events added to a section be posted to a site or subsite calendar,
depending on the location of the section.

e Import events, including mandatory and registered events.

e Process requests from Subsite Directors and from Section Editors for sections
that are on the main site to post events on the calendar for the main site.

e Create event categories for use by editors throughout the entire website.
e Enable filters that can be applied to calendars on the end-user website.

e Navigate the calendar on the end-user website.
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Overview of Calendar Tabs

The calendar in a Site Workspace is shown in Figure 1.

Home > Calendar

|Today | |m Day| |E Week| |@'Month | |E@List : | Legend |
To add 2 Quick Event, double dick on the date, To edit an existing event, cick on the svent. Tutorials
|_TJ September 2008 II| September Y||2008 Y-|
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2} 3 4 5 6
7 8: Ot 10 i 12 13
) 5:004M Back
o Schoo...
14 15 16} 171 18! 19 20
21 22 233 245 254 26 27

28 297 30;:

Figure 1: Calendar in Site Workspace

As you can see, it contains seven tabs. The tabs and the main tasks you will
perform on each of them are listed here. The tabs that only display for Site
Directors are noted.

e New Event tab: Add new Detailed Events. This tab is available on all
calendars.

e Calendar tab: When you first access the calendar in Site Manager, you will
be on this tab. On this tab, you will add Quick Events, edit and delete existing
events. This tab is available on all calendars.

e Import tab: Import events in batches. This tab is available on all calendars.
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e Event Queue tab: Process requests from editors on another calendar to post
events on the calendar for the main site or a subsite. This tab is only available
on the site and subsite calendars. Section Editors will not see this tab.

e Event Categories tab: Add or edit event categories for the entire site. This tab
is only available to Site Directors the site.

e Filter Options tab: Enable filters that can be applied on the end-user website.
This tab is only available to Site Directors the site.

e Advanced Options tab: Enable the integration of Schedule Star events on the
current calendar. This tab is available on all calendars once Schedule Star has
been activated for the entire website.

Note: A Site Director activates Schedule Star on the Advanced Settings
tab of Site Settings in the Configure task in Site Workspace.
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Changing Views

You can change the calendar view in Site Manager. The views available on
the end-user website are the same as those available in Site Manager. They
are shown in Figure 2. The arrows at the top of the monthly view shown in
Figure 2 appear in each type of view. The drop-down list on the right is only
available within the monthly view.

Home > Calendar Vi ews

A ;
‘Today' |mDay| @.Weeﬁ |-—E'Monfh'| st ]‘| LEQEnd.k_ Legend button

To add 2 Quick Event, double click on the date. To edit an existing event, ciick on the event. Tutorials

Arrows —P@ September 2008 [ | > < |September YHQDOS v‘-| >
' Friday

Sundav Meonday Tuesday Wednesday Thursday Saturday
1 2i 3 4 5 6
74 8 e H 10 11 12 13
) 5:004M Back |
o Schoo.,
14 157 16} 1F 18 19 20
21 22! 23, 24 25 26 27
28 29 30

Figure 2: Calendar in Site Workspace

As you can see in Figure 2, the available views are:

e Today: View the calendar for the current day. You use the arrows at the top of
the view to move from the Today view into the Day view.

e Day: View the calendar one day at a time. You use the arrows at the top of the
view to move through the calendar one day at a time.
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e Week: View the calendar one week at a time. You use the arrows at the top of
the view to move through the calendar one week at a time.

e Month: View the calendar one month at a time. This is the default view, the
one that you will see when you first enter the calendar. You can use the
arrows at the top of the view or the drop-down list to move through the
calendar one month at a time.

e List: View the events for the selected month in list format.
Category Legend

As shown in Figure 2, a Legend button displays at the top of the calendar.
This legend is for the event categories. It allows you to see the category
represented by each color without editing events. When you mouse over this
button, a window like the one shown in Figure 3 will display.

oy OF Campus Activiy -

“Teacher In-Service

Figure 3: Categories Legend window
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Accessing Calendars

Site Directors can access any calendar on the site, including those on subsites
or in sections. The way they access each calendar and the tasks that are
available on that calendar will vary. Access for other editors are noted.

Accessing the Calendar for the Main Site
To access the calendar for your site:
1. Access the appropriate workspace.

2. Click on Calendar from either the Edit Homepage and Calendar tab or
the Edit drop-down menu. A calendar like the one shown in Figure 4
will display.

Home > Calendar

Today mDay @Wesﬁ E'Monfh' E@List! Legendﬂ
|

Tao add a Quick Event, double click on the date. To edit an sxisting event, click on the svent. Tutorials

[«] September 2008 ] September Y||2008 Y-|
Sundav Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 2 ¥ 6
¥ 8 9; 107 i 12 13
) 5:004M Back
o Schoo.,
14 157 16} 17 18! 19 20
21 22! 23 24 25 26 27
28 29 30;3

Figure 4: Site Calendar
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Accessing the Calendar for a Subsite

A Site Director can access a calendar for a subsite either by navigating to that
subsite on the end-user website after signing in or by navigating to that
Subsite Workspace within Site Manager. Either way, a calendar for that
subsite like the one shown in Figure 5 will display. Notice that it does not
contain the Event Categories tab or Filter Options tab. Subsite Directors and
Homepage Editors will also see a calendar like the one shown in Figure 5.

Home > Calendar

[Today | [EDay | 7] wieekl @Mmt’h | [Eoust] [ egend |

Te add 3 Quick Event, double diick on the date, To edit an existing svent, dick on the event, Tutorials

[1] september 2008 [¥] September v || 2008 (¥
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

11 4 3 4 5 6
3 a ] 10 I 12 13

() B:00AM Back

1t Schoo...

14} 15 16 17 18 19 20
21! 22: 23 24 25 26 27

O 8:004M Fist

28 2t 30

Figure 5: Subsite Calendar
To access the calendar for a subsite from the end-user website:

1. Sign in on the end-user website. The Site Manager button will
display.

2. Navigate to the desired subsite.
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3. Click on the Site Manager button. The Subsite Workspace for that
subsite will display.

4. Click on Calendar from either the Edit Homepage and Calendar tab or
the Edit drop-down menu. A calendar like the one shown in Figure 5
will display.

Note: Subsite Directors and Homepage Editors for subsites must sign in and
navigate to their subsites on the end-user website before Site Manager will
display. Then they can access their workspaces.

To access the calendar for a subsite from within Site Manager:
1. Access the Site Workspace.

2. Use the Select a Site link in the Content Browser to navigate to the
Subsite Workspace for that subsite.

3. Click on Calendar from either the Edit Homepage and Calendar tab or
the Edit drop-down menu. A calendar like the one shown in Figure 5
will display.

Accessing Section Calendars

Site Directors can access the calendar for any section on the website, whether
it is on the main site or one of the subsites. Subsite Directors can access the
calendar for any section on their subsites.

Section Editors must sign in and navigate to their subsites on the end-user
website before Site Manager will display. Then they can access their Section
Workspaces.

To access a section calendar:
1. Access the appropriate workspace.
2. Navigate to the desired Section Workspace. One is shown in Figure 6.

Home Pages Users Tools Help

@ schoolwires

. section Workspace (Our History)

New Page Sort Pages
e e Tutprials

Filter Out:

[ mactve Pages [ acove Pages

Current Pages @
Status @ Page Hame Type &
- | Welcome - [URL...| |Rename
Active | Inthe Beginning Flex Page ulu_ fg'.mm- Dpll:lisnﬁ; cnpy Move | n-:l-l—.-
Actie Fhotographs Over tha Years Flex Page |URL.. [Ranama| Dpl'ims' Cnpy mwe Delete
Active Calendar |URL.. | Rename Delete

Figure 6: Section Workspace
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3. Click on the link to the Calendar Page for that section. A calendar like
the one shown in Figure 7 will display regardless of your level of
editing privilege.

. To et an existng evant, click on the event,
4] Seotember 2008 »]
1 2 E i ] T
> = pe it 11 12 12
O 500AM Back 1o
Schotu.
14 15 16 17 & S )
2 2 23 2 22 = 5
Sane ..
= 20 30

Figure 7: Section Calendar
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Adding Events

Types of Events

You can add three types of events. These are:

Mandatory events: You can only add mandatory events to the calendar on the
main site. A mandatory event will display on all calendars on the end-user
website with this icon to the left of that event. This icon will also display
to the left of the event on the site calendar in Site Manager. On all other
calendars in Site Manager, a locked icon L@/ will display. Only Site Directors
and Homepage Editors for the main site can edit or delete mandatory events.

Recurring events: You can add recurring events to any calendar. You can set
events to recur daily, weekly, every other week, monthly or yearly. If you
make an event recurring, you cannot make it a registered event, but you can
make it a mandatory event if it is on the site calendar. No icons display in Site
Manager or on the calendar on the end-user website for recurring events.

Registered events: You can set up registered events on any calendar. Unless
you request otherwise, a registered event will display on the end-user website
and in Site Manager only on the calendar on which it was added. This icon
will display to the left of a registered event on the calendar on the end-user
website and in Site Manager. You may make a registered event on the site
calendar mandatory. However, only the %1 icon will display to the left of the
event on the end-user website and in the site calendar in Site Manager. That
event will display as locked on all other calendars in Site Manager.

Methods of Adding Events
There are three ways to add events to your calendar. You can:

Add a Quick Event.
Add a Detailed Event.

Note: When you chose New Event from the Choose a quick task
drop-down list in the Site Workspace, you are adding a Detailed Event
to the calendar on the main site.

Import events.

Adding a Quick Event

If you wish to add an event having minimal information, you can add a Quick
Event. You can add a basic Quick Event to any calendar. You add a Quick
Event from the Calendar tab.

Note: If you need to add additional information to a Quick Event, you must
edit that event.

Page 10



JSchoolwires Centricity 1.0

(alendar

Adding a Basic Quick Event

As you can see from Figure 8, a basic Quick Event only contains the
following information:

Event date
Event start time and end time
Event title

Event category

Add Quick Event

Use this task to quickly add an event to your calendar. To enter more information for a new event,
enter the event on the Mew Event tab, To add more information to & Quick Event; edit that event,

Date:=* A1 fizlds marked with an asterisk [*} are required.

[s/19/2008 [

(mmydd )

Start Time: End Time:
8aM |00 ¥ 5PM v |[00 ¥

D Nao Specific Time D No Ending Time

Event Title:=

Category:
-Mone- ¥ Q

Sawve Cancel

Figure 8: Add a Quick Event on subsite or section calendar

To add a basic Quick Event:
1. Access the calendar from within the appropriate workspace. The

calendar will open on the Calendar tab.

Double click on the date on which the event will occur. A Quick
Event window like the one shown in Figure 8 will display. As you
can see, the event date will be the date you selected (required).

TIP: Clicking on this calendar icon will display a calendar that
you can use to find the date you want if you wish to change the
date.

Enter the Start and End Times for the event. The event Start Time
defaults to 8 a.m. and the End Time defaults to 5 p.m. Use the
drop-down boxes or check boxes to adjust the Start and End times.
(Optional—defaults will apply.)

Note: If you choose “No Specific Time,” no Start or End Times
will display for the event. If you choose “No Ending Time,” only a
Start Time will display for the event.

Page 1



JSchoolwires Centricity 1.0

(alendar

4.
S.

Enter an Event Title (required).

Choose a category for the event from the drop-down list (optional).

This will color code the event according to the categories set up by
a Site Director.

TIP: Clicking on this icon [&] will display the Event Categories
Legend.

Click on the Save button. The Quick Event will display on the
calendars in Site Manager and the end-user website. See “Using
the Calendar as a Visitor to the Website” later in this chapter for
information on viewing calendars on the end-user website.

Adding a Mandatory Quick Event

On the site calendar, you can add a mandatory Quick Event. Except for
indicating that the event it mandatory, you add a mandatory Quick Event
in the same manner as you add a basic Quick Event.

To add a mandatory Quick Event:

1.

Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

Double click on the date on which the event will occur. A Quick
Event window like the one shown in Figure 9 will display.

Add Quick Event

Use this task to quickly add an event to your calendar. To enter more information for a new event,
enter the event on the New Event tab. To add more information to a Quick Event, edt that event,

Date:= Al fizkis marked wih an asterisk (*) are required.

Imuﬂuus =3

(e idetinnns)

Start Time: End Time:

[sen w50
[ o Specifiz Time [T e Ending Time
Event Title:=
|
Category:

-Mone- ¥ Q

| | Mandatory Event

Save Cancel

Figure 9: Add a Quick Event window on site calendar
Enter the information for the event.
Click in the checkbox to the left of Mandatory Event.

Click on the Save button. The Quick Event will display as a
mandatory event on the calendars in Site Manager and the
end-user website.
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Adding a Detailed Event
You should add a Detailed Event if you want to:
e Make the event recurring.
e Provide a web address related to the event.

e Request that the event be posted to the calendar on the main site or a
subsite.

e Force an event to display on the homepage of the main site or a
subsite.

e Provide location and contact information.

e Include attachments.

e Selectively display the event based on roles.
e Require registration for the event.

The New Event Window

As you can see in Figure 10, the New Event window has five tabs. The
five tabs are:

e Event tab: This tab will display when the New Event window
opens on this tab. The only required information is on this tab.
The required information is:

o Event Date
o Event Title

e Contact & Location tab (optional): On this tab, you will enter
the:

o Location of the event
o Contact name
o Contact information

e Attachments tab (optional): From this tab, you will be able to
browse for files that you want to attach. This enables you to
provide participants with additional information such as
directions to the event, agendas, menus and permission slips.

e Roles tab (optional): this tab provides you with an opportunity
to limit the display of this event to certain registered users
through the use of viewing permissions (roles).

e Registration tab (optional): This tab provides you with an
opportunity to indicate whether participants need to register for
the event and provide registration details.
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You can add information on all of these tabs before saving a Detailed
Event. You can also make it mandatory (on the site calendar),
recurring or registered. If it is on a subsite or section calendar, you can
request that it be posted to another calendar and force it to display on
the homepage. You can do all these things before saving an event.
However, for clarity, we cover each of them separately.

New Event
Enter the mfomation for the event balow. Cny INfOrmzTion on e first tab 5 raquired.

Event Contact &Location Attachments Roles Registration

Al ks macksd vith an azerisk () ars requirsd,

Date:s Event Title:=

| |

(rmmilfinary) ] Mandatory Event {Event is displayed on all calandars.)

Start Time: Desccription: . —

laam ][0 > vVRAas yRE@REG e 2 F

1 Mo Spachic Time A Shles r Fonthame* Siz * Aa g R § U B = = = =E E = 2= B
End Time: BRI - 4283 ol Eag EF oo

[sPm ¥ |00

O Ha Ending Tima

Recurrence:
Todayorly

Stop Date: S VEWHML EDTIN @ ENTIN

8

{fmmdd ] Website Address:

Roctivect for recusrrings svent

Separate muitiple WALz with semiooions.
Category:
-None- o]

] Atways display on upcoming events portlet.

‘ Save | Cancel | Create E-Alert... |

Figure 10: New Event on the site calendar
Adding Basic Detailed Event

To add a basic Detailed Event, you only have to enter information on the
Event tab. The steps are:

1. Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

2. Click on the New Event tab. A New Event window like the one
shown in Figure 10 will display.

3. Enter a date for the event (required).

Note: the format for the date must be mm/dd/yyyy.
4. Enter an Event Title (required).

Enter the Start and End Times for the event (optional—defaults
will apply). The event Start Time defaults to 8 a.m. and the End
Time defaults to 5 p.m. Use the drop-down boxes or check boxes
to adjust the Start and End times for the event.

Note: If you choose “No Specific Time,” no Start or End Times
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will display for the event. If you choose “No Ending Time,” only a
Start Time will display for the event.

6. Enter a description of the event in the full-function Schoolwires
Editor that appears below the word “Description” (optional). See
the Centricity chapter, “Editor” for more information.

7. If website addresses (URLS) are applicable, enter them (optional).

TIP: You can copy and paste a URL from the address bar. Be sure to
separate multiple URLs with a semicolon.

8. Select a category for this event from the drop-down list (optional).
This will color code the event according to the categories set up by
a Site Director.

TIP: Clicking on this icon ‘@ will display the Event Categories
Legend.

9. Click on the Save button. The Calendar tab will return as the
active window. The event you added will display there and on the
calendar end-user website.

Adding a Mandatory Detailed Event

Mandatory events can only be entered on the site calendar. Except for
indicating that the event it mandatory, you add a mandatory Detailed
Event in the same manner as you add a basic Detailed Event.

To add a mandatory Detailed Event:

1. Access the calendar from within the Site Workspace. The calendar
will open on the Calendar tab.

2. Click on the New Event tab. A New Event window like the one
shown in Figure 10 will display.

Enter the information for the event.
4. Click in the checkbox to the left of Mandatory Event.

Click on the Save button. The Calendar tab will return as the
active window. The event you added will display there and on the
calendar end-user website. It will also display in all calendars in
Site Manager. However, it will be locked and can only be edited
in the site calendar.

Adding a Recurring Event

You can enter recurring events on any calendar. However, you cannot
make a recurring event a registered event. If you are on the site calendar,
you can make a recurring event a mandatory event.

To add a recurring event:

1. Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.
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2. Click on the New Event tab. A New Event window like the one
shown in Figure 11 will display.

New Event
Entar the information for the event below. Only Informztion on the first tab 15 raguired.

Event  Conbact &Location Attachments Reles Registration

Al ields rarkad vith =n azterish () are reguired.

Date:* Event Title: =
[ a
(i) [ Mandatory Event {Event is displayed on all calendars.)
Start Time: Desccription: - =
saM || [.00 = VRS LREDR e x 3 F
EEE EE =

T No Spechic Time A Styles * FortMame * Sizz - AR 7 U F E = =

Recurrence:

Today only 2

Stop Date:

| 8

{(mmydatiyn
PNyire fior raciming Svendy

Fovewame eom @ e B

Website Address:

Separate aultiple URLs with semicoions.
Category:
-Mone- ¥l q

[ Always display on upcoming events portlet.

cancel Create E-Alert...

Figure 11: New Event on the site calendar
3. Enter the information for the event.

4. Choose the frequency of recurrence from the drop-down list as
shown in Figure 12.

Recurrence:

Every other week
Maonthly
Yearl

Figure 12: Frequency of Recurrence

5. Enter an end date for the recurrence (required). You will receive an
error message if you do not enter an end date for a recurring event.

6. Click on the Save button. The Calendar tab will return as the
active window. The event you added will display there and on the
calendar end-user website.

Page 16



JSchoolwires Centricity 1.0 (alendar

Entering Contact & Location Information

Entering contact and location information is optional unless you are
adding a registered event. For a registered event, you must enter a contact
name and email address. If you attempt to save a registered event without
providing the contact name and email address, you will receive an error
message.

To enter contact or location information:

1. Access the Contact & Location tab for the event as shown in
Figure 13.

New Event
Entar tha nformation for the avent balow. Only nformztion on the first tab is requirad.

Event  Contact & Location Attachments Roles Ragstration

Location
Enter pour locationinformation below,

Location Name:
|

Zipcode:

=

e dor cononade ofistance,

Contact
Enter your contactinformation belew. Contact Mame ard Contact Email are required for regstered events.

Contact Name:

Email:
|

Phone:

Save cancel Create E-Alert...

Figure 13: Contact & Location tab

2. Enter location information as required.

TIP: If you enter a zip code for the event location, users who have
entered their zip codes into their profiles will see a calculation of
the distance to the event for them.

3. Enter contact information.

Note: You must enter at least the contact name and email address
for a registered event. The contact will be notified whenever
someone registered for that event.
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Adding a Registered Event

You can enter registered events on any calendar. However, you cannot
make a registered event recurring. If you are on the site calendar, you can
also make a registered event a mandatory event.

Note: You must enter a contact name and a contact email address for a
registered event.

To add a registered event:

1. Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

2. Click on the New Event tab. A New Event window like the one
shown in Figure 14 will display.

New Event
Entar the information for the event below. Only Informztion on the first tab 15 raguired.

Event  Conbact &Location Attachments Reles Registration

Al ields rarkad vith an asterisk (%) are required.

Date:* Event Title: =

Il 8

(i) I Mandatary Event {Event is displayed on all calendars.)

Start Time: Desccription: . -

[sam ~][00 ¥ VRaa L2E3B s x8

T No Spechic Time A Styles * FortMame * Sizz ~ A B 7 U F E = = E E E 3= 5
= A s raa e Rl e e

o BRI - +8@3 oz Hag EF 4

[sPm %[00 &
|:| Na Ending Time:

Recurrence:

Today only 2
stup b = 2 vewsmL e @ eonin K
(e deiy) Website Address:

Reguiiredt for recuiming evernt I

Sepsrate muitiple URLe with semicoions.
Category:
| i o

MNone b [lel

[ Always display on upcoming events portlet.

Cancel Create E-Alert...

Figure 14: New Event on the site calendar

3. Enter the information for the event.

4. Click on the Registration tab. That tab will display as shown in
Figure 15.
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New Event

Ewvent Conkack & Location attachments Rales Reqistration

Registration

Enter vour registration information below,

OYes @ No

Cancel Create E-Alert...

Enter the information for the event below. Only information on the first tab s reguired.

Figure 15: Registration tab

5. Click in the Yes radio button. The Registration tab will expand like

the one shown in Figure 16.

New Event
Enter the information for the event balow. Only nformation on the first tab i requirad.
Event:  Contoct & Locabion + Rales
Registration

Enter your regetation infdmation belos,

@Yes 0 No

Registration Detalls
Bl =t debaibs of your registrefion. Al felds marked with o asterise (%) are reguired,

What are the maximum number of seats? «

What is the bst date people can register for this evant? «

im|

Do attendees have a cholce of options?
Flzase enter the apbons below,

0 Yes @ No

Dption Mo, 1

Option No. 2
Oplion No. 3

Custom Questions (Optional)

Plesis= erter custom questions belos.

Duestion No. 1:

Question Ho. 2:

I
Duestion No. 3:

Display Choices
Select which comment bexes you would ke to diplay on the redstration form,

| Display Spedial Accommodations Comment Box

| Display Dietary Needs Comment Box

cancel Create E-Alert...

Figure 16: Registration tab expanded
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6. Enter the registration details.
a. Enter the maximum number of seats available (required).
b. Enter the last date people can register for the event (required).

c. If the attendees will have a choice of options (e.g., Track One
or Track Two workshops), click in the Yes radio button. You
must enter at least two choices.

d. If you have custom questions you would like attendees to
answer, enter them.

e. If you want the special accommodations comments box to
display on the end-user website, click in the checkbox to the
left of that field.

f. If you want the dietary needs comments box to display on the
end-user website, click in the checkbox to the left of that field.

7. Click on the Save button. The Calendar tab will return as the

active window. The event will display on the calendar with the
icon to the left of it.

Obtaining the Roster for a Registered Event

Once you have saved that event, you can view and print the roster, sort the
data on the roster, cancel a participant’s registration or export the data
from the roster to Microsoft® Access™ or Excel.

To obtain a roster for your event:

1. Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

2. Click on the event in the calendar. An Edit Event window like the
one shown in Figure 17 for that event will display.
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Edit Event
Edit the nformation for the event below. Only information on the first tab i required,

Event Contact & Location Attachments Roles Registration

Al fie'ds marked with an asterisk (*} 2re reguired.
Date:- Event Title:=

IiO;’l?{ZUDa [:l |Back 1o School Orientation
ey [ Mandatory Event (Event & displayed on all calendars.)
Description:
Start Time: I:!t T e =
7ZPM - D0 - VASh 2 2EE v xE@ T
- - + A abp | 3 E T =EoE oEGE ==
[ o speciic Time A styes Fort Name = Sz Awr R § .g & = = = = &= i= 3= =
BB - +~880 O Haeifl BEF fower
End Time:
3PM ~ 00 Back to school events district wide
I7] Mo Ending Time
Recurrence:
Today only -
Sovewrme prn @ o w B
Stop Date: —
l_-_LU;’l?fZUIJE = W Address:
ey I
Required for recuring event Separets muitinle URLs with semicolons.
-None- | G
[C] Aways display on upcoming events portlet.
Save Cancel Create E-Alert... Delete

Figure 17: Edit Event window

3. Click on the Registration tab. A Registration tab for that event like
the one shown in Figure 18 will display. Notice that it now
contains:

e Registration details indicating the number of people who have
registered and who are on the waiting list for the event

e A View Roster button

e A way to notify registrants of any changes to the event

Note: The Notification section will not display unless at least
one person has registered for the event.
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Edit Event
Edit. the inforrmation for the avent below. Gnly nformation on the first tab & required.

Event: Contact & Locabion Attachments Reles Registrabion
Registration

Enter your regsTanan informatian Below,

®Yes ©No

Reqistration Details

‘Eelow are the cetatg of your regstration. Al fields markad with an aaterisk (<) are regqured,

Registration

Number of people registered: 1 .
Number of people on waiting list: 0 DetaHS

View Roster

Whak are the maximum number of seats? «

Recdohies

f25

What s the st date people can register for this event? =

[o/i5/2008 [

Do attendees have a cholce of options?
Fleage enter the ootions below.

@ Yes © Mo

Option No. 1

[rrack one

Option No. 7

ITrad< Two

Option No. 3

Custom Questions | Optional)

‘Hease enter custom questons beiow,
Question Ho. 1:

lw’hut are your extracurriculer activities?

Question Ho. 2:
I

Question Ho. 3:

Display Choices
Sefert which romment boxes you wauld lie: to dsplay on the regstration form,

[¥| mesplay Special Accommaodations Comment Box

[¥] Display Dietary Needs Comment Box

Motification
oty recictered attendess of thanges to the event by sekecting the resscns below. S h ows afte r
7 Location
© Date at least one
£l Time

Il See evert detals for changes reg i strant

Save Cancel Create E-Alert... Delete

Figure 18: Registration tab with Registrants

4. Click on the View Roster button. An Event Roster window like the
one in Figure 19 will display. You can:

View the data.

Print the roster.

Sort the data.

Cancel a registration.

Export the data to Access or Excel.
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Event Roster

Back to School Orientation
10/17/2008 7 PM -9 PM

Ta print thiz rozter, use your browser's print function. The mater will print with a land=zcape page orientafion.

To sort this roater, click on any underlined celumn tile. Tha rostar will ba sorted according to that paramater.

To cancel an individuel registration, click on the Cancel link fo the right of that registretion. This may fake a few minutes to process
T exXpoit this roster 1o Access or Excel, click e appropriate Export link on the botlom et of the roster.

Vhat are your

extracurnicular activities?

Patick | keralg@@schoolwires.com Track | Vegetarian | None reguired Baseball registered SELZ006 Cancel
smth Ong 23200 PM

Export to Access  Eaport to Excel

Figure 19: Event Roster

Forcing an Event to Display in Upcoming Events on the Homepage

If your template is set up to display upcoming events, when you are on the
site calendar, you can force events to appear on the homepage. In addition,
if you are on the subsite calendar, you can force events to appear on that
homepage.

Note: You cannot force any events from a section calendar to appear on a
homepage.

To force events to appear on the homepage:
1. Access the appropriate workspace.

2. Click on the Calendar task from either the Edit drop-down menu
or the Edit tab. The Calendar window will display.

3. Click on the New Event tab. A New Event window like the one
shown in Figure 20 will display.
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New Event
Entar the information for the event below. Only Informztion on the first tab 15 raguired.

Event  Conbact &Location Attachments Reles Registration

Al ields rarkad vith =n azterish () are reguired.

Date:* Event Title:=

I |

i) [ Mandatory Event {Event is displayed on all calendars.)

Start Time: Desccription: . i

[8am =] [:00 Thoa lrane ve vam

[ Mo Spachic Time A Stiles v FotMame< Sim + A @y B 7 U P = = = = == s==¢
= oA SR e g = P focea-

End Time: BBy -+ o el E7 4

[sPm %[00 &
|:| Na Ending Time:

Recurrence:

[Todayony '~

Stop Date: 2 newsme mom @ e B

8

(e deiy) Website Address:

Raguired fior récuming avant

Separate muitiple URL: with semicoions.
Category:
-Mone- 1)
(:l Always display on upcoming events portlet. >

Cancel Create E-Alert...

Figure 20: New Event on the site calendar

4. Enter the required information for the event.

5. Click in the checkbox to the left of the statement to always display
the event on the upcoming events portlet.

6. Click on the Save button. The event will appear in Upcoming
Events on the homepage on the end-user website. The limits for the
number of events or number of days in the future set in the
parameters for the Portlet will not prevent it from displaying.

Request an Event be Displayed on a Calendar at a Higher Level

As a Site Director, you will probably work most of the time on the site
calendar. However, you may sometimes work on a subsite calendar or a
section calendar. On those calendars, you may wish to request that an
event be displayed on a calendar at the next level. Subsite Directors,
Homepage Editors on subsites and Section Editors will probably make this

request more often than Subsite Directors.

Note: If an email address has been entered on the Advanced Settings tab
within Site Settings, that individual will be notified that a request for
posting has been received. One email address per site or subsite may be

entered.
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Request a Subsite Event be Displayed on Site Calendar
To request that an event on a subsite calendar be displayed on the site
calendar:

1. Access the appropriate Subsite Workspace.

2. Click on the Calendar task from either the Edit drop-down
menu or the Edit tab. The Calendar window for that subsite
will display.

3. Click on the New Event tab. A New Event window like the one
shown in Figure 21 will display.

New Event
Enter the nformation for the event below. Only information on the first tab s required.

fvent  Contact&location  Attachments  Roles  Registration

&l fiekds marked with an asterisk [*) are required,

Date:= Event Title:*

[ = |

e e =

Start Time: LA UL

aam v 00 @ VRASGH yLBHE 9 x= @

I
]|
hil
m
i
it
if
]

A styles * FotMame ~ Siee - A o B ¢ U ¥

BBl - 883 oprl Sl =

[ Na Speciic Time

End Time:

5PM v |00 @

] Ne Ending Time

Recurrence:
| Today only i

Stop Date:

| 0

(/e nevy] Wehsite Address:
Bequired for recuring event |

Separate multipte URLs with semicoions.

Category:
|
-MNone- |

Request posting to Happy Valley School District calendar.
[ Ahways displa [

Cancel Create E-Alert..

Figure 21: New Event window on subsite calendar
4. Enter the required information for the event.

5. Click in the checkbox to the left of the statement to request
posting to the site calendar.

6. Click on the Save button. The Calendar window will return as
the active window. The event will display on that calendar in
Site Manager and on the end-user website. However, a Site
Director or Homepage Editor on the main site must approve the
event before it will be posted on the site calendar.
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Request Section Event be Displayed on its Parent Calendar

You can request that an event from a section calendar be displayed on
that section’s parent calendar. The parent calendar of most sections
will be a subsite calendar. However, if a section is on the main site, the
parent calendar for that section is the site calendar.

Note: Events from sections on subsites cannot be posted on the site
calendar.

You request that an event from a section calendar be posted to its
parent calendar in the same manner as you request a subsite event be
displayed on the site calendar. The only difference will be the name of
the calendar that displays to the right of the checkbox. Figure 22
shows the New Event window for an event on a section on a subsite.

New Event
Enter the information for the event below. Only information on the first tab is reguired.

Event Contact & Location Attachments Roles Registration

&l fields marked with an asterisk [*) are required.

Date:= Event Title:=
(i)
StartTime: mption: - -
8AM ~ 00 ~ VRan B EE v x=8 @
[F] o Specific Time M Styles. T FortMamer Size - ASP R ¢ U B =E = = = = 3=
BB - 4083 O tah B foows
End Time:
5PM = 00 -
D Mo Ending Time
Recurrence: )
Today only -
Hipp At - 2 viewwme eoiriv @ o v Y
{mmidd ) Website Address:
Required for recurring event l
Separate multiple URLs with semicolons.
Category:
-None- *Q
@uest pasting to Happy Valley High School calendar. >
Sawve Cancel Create E-Alert...

Figure 22: New Event window from section on subsite
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Attaching Files to an Event
You can attach up to three files at a time to an event. To attach a file:
1. Access the Attachments tab for the event as shown in Figure 23.

New Event
Enter the information for the event below. Only information on the first tab is required.

Event Conktack & Location Attachments Roles Reqistration

Attachment Description:

File Path:

Browse... I

Enter the File path For the File wou wish ko attach or click the Srosese button o browse your computer or network For the File,

Attachment Description:

File Path:

Browse I

Enter the file path for the file wou wish ko attach or click the Sromme button o browse your computer or network Far the file.

Attachment Description:

File Path:

Browse...
Enter the file path For the file you wish to attach or click the Sromeme button to browse your computer or network For the File,

Cancel Create E-Alert...

Figure 23: Attachment tab

2. Enter the Attachment Description on the first line.

3. Click on the Browse button to locate the file you want to attach. A
browsing window similar to the one in Figure 24 will open.

Choose file

Look in: |E} Appendix G_User_Import ;] = & BB

:..=-j % appG
SW UserGuide App G ¥2_041205
B S UiserGuide App G ¥2_053105

My Documents

Flaces

iy Metvork File name: || LI ﬂl
2

‘Cancel l

Files of type: | 4 Files %)
]

Figure 24: Browsing window
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4. Highlight the file you wish to attach.

5. Click on the Open button. The file path for the attachment will
display on the Attachment tab on the line to the left of the Browse

button. As you can see from Figure 23, you can attach up to three
files.

Selectively Displaying Events

You will use Schoolwires roles to selectively display events to users
within Centricity.

To selectively display an event:

1. Access the Roles tab as shown in Figure 25.

New Event
Enter the information for the event below. Only nformation on the first tab is required.

Event Contact & Location Attachments  Roles Registration

Who can view this event?

Click in the checkbowx to the left of sach role vou wish to be zbla to view thiz event. To mit
who can view this event, you must also de-selact the default roles of INTRANET ACCT,
Registered Guest and General Public by clicking in the checkboxes ta the left of each of them.

Administrators (110} [F] User Guide Access (111)
General Fublic (ALL) (L)

Parant {107)

Registered Guest (2)

I Starf (108)

Student (108)

Teachers (106)

Technical Staff Members (113)

| 1=l 3 =l &

Save Cancel Create E-Alert...

Figure 25: Roles tab

2. Click in the checkbox to the left of each role you wish to be able to
view this event.

3. To limit who can view this event, you must also deselect the

default roles of Registered Guest and General Public by clicking in
the checkboxes to the left of each of them.

Note: You may click on the Save button any time you have completed
adding all the information you need for your event. The only required

information is the Event Date and the Event Title, which you enter on
the Event tab.
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Editing and Deleting Events

You will use an Event Edit/Delete hover menu like the one shown in
Figure 26 to edit and delete events on all calendars.

" (% 7:00PM Back to Sches...
7:00PM - 2:00PM Back to School Orientation

Edit Delete

Figure 26: Event Edit/Delete hover menu

Editing an Event

To edit an event:

1.

Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

Mouse over the event in the calendar. An Event Edit/Delete hover
menu like the one shown in Figure 26 will display.

Click on the Edit button. An Edit Event window like the one shown in
Figure 27 will display.

Edit Event
Edit the nformation for the event below. Only information on the first tab i required,

Event Contact & Location Attachments Roles Registration

Al fie'ds marked with an asterisk (*} 2re reguired.

Date:= Event Title:=
loazzoe [ |Back to School Orientation
ey [ Mandatory Event (Event & displayed on all calendars.)
Description:
Start Time: I:!t B o= 5
ST VRah 1L RGE 9e* x3a @
i - - + A @ @ i E T =EoE oEGE ==
[ o speciic Time A styes Fort Name = Sz Adwe®E ¢+ U ¥ = = = = == ==
BBl - ~880 Oy Hajg =7 o
End Time:
9PM ~ 00 - Back to school events district wide
I7] Mo Ending Time
Recurrence:
Today only -
Sovewrme prn @ o w B
Stop Date: —
|___Lufl?fzuus = W Address:
ey I
Required for recuring event Separats miltiole URLs with semicolons
-None- x| G

1
[C] Aways display on upcoming events portlet.

Save Cancel Create E-Alert... Delete

Figure 27: Edit Event window

4. Make the required changes to the event information on all the tabs.
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Notes:

e If the event is a registered event, be certain to click on the
Registration tab to notify anyone registered for the event of the
changes.

e If the event is a recurring event, editing one occurrence of that
event will change all the occurrences of that event.

5. Click on the Save button. The changes to the event will appear on
the calendars in Site Manager and on the end-user website.

Deleting an Event

If you are deleting a registered event, you should access the roster for that
event and notify registrants prior to deleting the event.

To delete an event:

1.

Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

Mouse over the event in the calendar. An Event Edit/Delete hover
menu like the one shown in Figure 26 will display.

Click on the Delete button. A Confirmation window like the one
shown in Figure 28 will display.

@' Are you sure you want to delets this event?

aK | Cancel

Figure 28: Confirmation window

Click on the OK button. The calendar will return as the active window.
The event will not display.

Note: You can also delete an event when you are on the Edit Event window by
clicking on the Delete button. The confirmation will be the same as the one
shown in Figure 28.

Deleting a Recurring Event

If you are deleting a recurring event:

1.

Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

Mouse over the event in the calendar. An Event Edit/Delete hover
menu like the one shown in Figure 26 will display.

Click on the Delete button. A Confirmation window like the one
shown in Figure 29 will display.
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Do you want to delete all occurrences of the
rECUHING appothtment of just this one?

& Delete this occurrence

O Delete the series

Ok Cancel

Figure 29: Confirmation window

4. Choose the deletion option you desire.

5. Click the OK button. The calendar will return as the active window
and the event or events will not display.

Note: You can also delete a recurring event when you are on the Edit

Event window by clicking on the Delete button. The confirmation will be
the same as the one shown in Figure 29.
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Importing Events

You can import events to any calendar. You can import basic events as well as
registered events to any calendar. However, you can only import mandatory
events to the site calendar. You cannot import recurring events. You must add
these events to the calendar manually. See “Adding a Recurring Event” earlier
in this chapter for more information.

Importing Events to Your Calendar

In order to import events, you must prepare a comma separated value (CSV)
file containing the information for all the events. The information that is
required for the import will depend on the type of events you are importing.
The fields that must be in the CSV file vary for each type of event. Therefore
Schoolwires recommends that you prepare separate CSV files for each type of
event for each site, subsite or section calendar to which you wish to import
events.

You should prepare separate files for:
e Basic Detailed Events
e Mandatory events (site calendar only)
e Registered events
Preparing the CSV File for Basic Detailed Events

During the course of the import, you will be asked to map the fields in
your CSV file to the Schoolwires calendar fields.

The Schoolwires calendar fields that are shown in the Microsoft® Outlook
mapping can be used for importing basic detailed events. Only the fields
marked as required must be included in the CSV file. You can also use a
custom mapping for importing basic Detailed Events. The fields for basic
Detailed Events are:

e Event Date (required)
e Start Time

e End Time

e Event Title (required)
e Event Description

e Contact

e Contact Email

e Contact Phone

e Location

o Category
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Note: If you will be importing event categories, you MUST use the names of the
categories exactly as they appear in Site Manager or they will not be imported.
See “Setting Up Event Categories” later in this chapter for more information.

Preparing the CSV File for Mandatory Events

You can import mandatory events to the site calendar. When you prepare,
this CSV file, you will need a column labeled Mandatory. Enter “Y” in
this field for each mandatory event.

You will use the Schoolwires calendar fields that are shown in the custom
mapping for importing mandatory events. These fields are listed here.
Only the fields marked as required must be included in the CSV file.

e Event Date (required)

e Start Time

e End Time

e Event Title (required)

e Event Description

o Contact

e Contact Email

e Contact Phone

e Location

o Category

e Mandatory (required)

e Registration

e Maximum Number of Seats

e Last Date to Register
Preparing the CSV File for Registered Events

When you prepare, this CSV file, you will need a column labeled
Registration. Enter “Y™ in this field for each registered event.

You will use the Schoolwires calendar fields that are shown in the custom
mapping for importing registered events. These fields are listed here. Only
the fields marked as required must be included in the CSV file.

e Event Date (required)
e Start Time
e End Time
e Event Title (required)
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e Event Description

e Contact (required)

e Contact Email

e Contact Phone

e Location

o Category

e Mandatory

e Registration (required)

e Maximum Number of Seats (required)

e Last Date to Register (required)
Importing Events
To import events to your calendar:

1. Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

2. Click on the Import Events tab. An Import Events tab like the one
shown in Figure 30 will display.

H > Caerdar > Import Events

Import Events

Import Events
Existing event import files are lsted below,

Batch # Bakch Date Ho. of Fvants Imported  Fila Name
1007 5/27/2008 1 testcaimport.csy Unda Tmport

Figure 30: Import Events tab

3. Click on the Import Events button. This will begin an Import
wizard. A window like the one shown in Figure 31 will display.
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utton to upload

Browse. .

MNext > Cancel

Done | | | | | | ‘ Internet o |

Figure 31: Import wizard

4. Click on the Browse button. A browsing window like the one
shown in Figure 32 will display.

Choose file

Loak in: Ia Imparts j & &5 E-

- I, - Size | Type Date Modifiec
'—-j Y] 3KE Microsoft Excel Comma Sep...  7/22/2005 10}
EKC_Outlook Calendar 3KE Microsoft Excel Comma Sep...  7/22/2005 10;

3 | 3

My MNetwork File name: Open
T | [_Oeen |
Files of type: IAII Files %7 Cancel |

Z

Figure 32: Browsing window
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5. Select the file you wish to import.

6. Click on the Open button. Step 1 of the Import wizard will return
as the active window. The file path for the file you selected will
display.

7. Click on the Next button. You will get a confirmation message that
the file is being uploaded. Then an Edit Field Mappings window
like the one shown in Figure 33 will display.

Step 2: Edit Fi
Edit the figld ma| 4 =5 the At button ko & file preview,

Current Import Mappings
Microsoft Outlook
Schoolwires Field Map to Field
Event Date
Start Time
End Time End Time v
Event Title Subject v
Event Description Diescription A
Contact Meeting Crganizer |+
Comtact Ernail -Igniore- A4
Comtact Phone -lgnore- A
Location
Category
MNest = Cancel
a Cone 0 Internet

Figure 33: Edit Field Mappings window

8. Chose the import mapping that you wish to use from the
drop-down menu in the upper left. If you wish to create a custom
mapping, choose that option from the drop-down list. A window
like the one shown in Figure 34 will display.
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Event Date

Start Time

End Tima

Event Titke

Event Descrption
Contact

Contact Ermail
Contact Phone
Location

Category

Mandatory (Y;/N)
Registration {Y/N)
Maximum Nurmber of Seats
Last Date to Register

SlartDate =
Start Time -
End Time =
Subject _~

DCescription -

-lénure- *
-Ignore-

-—lgnore- hd

-lgnore- -
.C_é.tegories -
Mandatory -
-—fgnore- -
dgnore-
—.Ig“nore- -

<

Figure 34: Fields for custom mapping

m

9. Asyou can see in Figure 34, if you have chosen to create a new
mapping, the Map to Fields will all display as Ignore. Use the
drop-down lists to enter the fields from the Import file you want to

map to the Schoolwires calendar fields.

10. Click on the Next button. You will get a confirmation message
saying that your file is uploading.

a.

If you’ve chosen an existing mapping, a Preview window like
the one shown in Figure 35will display. You can use the scroll
bar at the bottom of the window to see all the information

about the events being imported.
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cefbutton to

Event Date Start Time End Time
6{1/2005 5:00:00 PM F.00:00 PM
6/8/2005 5:00:00 PM F:00:00 PM
6{15/2005 5:00:00 PM F.00:00 PM
6{22/2005 3:00:00 PM F:00:00 PM
6/29/2005 5:00:00 PM F.00:00 P
7fa/2005 2:00:00 PM F.00:00 P
7§13f2005 5:00:00 PM F.00:00 PM
7{20f2005 5:00:00 PM F:00:00 PM
< T | L]
< Back Ht > cancel

@ Dane | | | | | | & Tnternet J

Figure 35: Preview window for existing mapping

b. If you’ve chosen to create a new mapping, a Preview window
like the one shown in Figure 36 will display.

wtkon ko

Event Date Start Time End Time
612005 5:00:00 PM Z:00:00 P
6,/8/2005 5:00:00 PM 7:00:00 PM
6/15/2005 5:00:00 PM F:00:00 P
6{22/2005 5:00:00 PM 7:00:00 PM
6{29/2005 5:00:00 PM 7:00:00 PM
7/6/2005 5:00:00 PM 7:00:00 PM
7{13f2005 5:00:00 PM Z:00:00 PM
7§20f2005 5:00:00 P 7:00:00 PM

E]

[ save this Mapping as

Flag as the default mapping.

< Back Next = Cancel

Done | | | | | | O Internet

Figure 36: Preview window for new custom mapping
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i. Click in the checkbox to the left of “Save this Mapping as”
and enter a title for the mapping.

ii. If you wish to use this mapping as the default mapping for
future event imports, click in the checkbox to the left of
“Flag as the default mapping.”

11. Click on the Next button. You will get a confirmation message and
a Roles window like the one shown in Figure 37 will display.

view this event. Then dick the i

KINTRANET ACCT* (5) [|Teacher (106)
DAdmmistrators (1100 DTechmcaI Staff (113)
Ganaral Public [(ALL) (1)

[Jrarent f107)

D Quality Assurance [114)

[¥] Registerad Guest (2)

[ staff (1097

[ student (108)

Next = Cancel

a Done D Internet J

Figure 37: Roles window

12. If you wish to selectively display all the events in the import file,
edit the Roles window to ensure that.

13. Click on the Next button. You will get a confirmation message and
a window like the one shown in Figure 38.
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Successful Import

The file has been processed and the events have been added to the calendar.

_Outlook Calendar.CS¥ has been successfully processed.

Finish

Done | | | | | | 0 Internst J

Figure 38: Confirmation of successful import

14. Click on the Finish button. The Import tab will return as the active
window. The import you just completed will display in the list.

Undoing an Events Import
To undo an import of events to your calendar:

1. Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

2. Click on the Import Events tab. An Import Events window like the one
shown in Figure 39 will display.

Home > Calerdar > Import Events

Import Events

Import Events
Existing event import files are lsted below,
Batch # Batch Date Ho. of Fvents Imported  Fila Name
1067 5/27/2008 1 testealimport.csv Undo Tmport

Figure 39: Import Events tab

3. Click on the Undo Import button to the right of the import you wish to
undo. A dialog box like the one shown in Figure 40 will display.
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Microsoft Internet Explorer

? i Are you sure you want ko undo this Event Import? Undaing this Event Impark will remove all events within it From the

calendar.

L [a]4 ][ Cancel ]

Figure 40: Dialog box

4. Click on the OK button. The Import Events window will return as the
active window. The event import file you chose to undo no longer
displays. The events contained in that import will have been removed
from the calendar.

Page 41



JSchoolwires Centricity 1.0 (alendar

Processing the Event Queue

Subsite Directors and Homepage Editors for subsites can request that an event
be posted to the calendar on the main site. Section Editors on the main site can
request that an event be posted to the calendar on the main site. Section
Editors on each subsite can request that an event be posted to the calendar for
that subsite.

Site Directors, Subsite Directors and Homepage Editors will use the Event
Queue tab to process these requests. Site Directors can process the queue for
the site and all subsites.

Centricity allows for a single individual on each site or subsite to be notified
that a request to post an event to the site or subsite calendar has been received
in the Calendar Event Queue. A Site Director or Subsite Director must enter
this individual’s email address on the Advanced Settings tab within Site
Settings to receive this email. Only this individual will be notified, regardless
of this individual’s level of editing privilege.

To process the Event Queue for the site or subsite:

1. Access the calendar from within the appropriate workspace. The
calendar will open on the Calendar tab.

2. Click on the Event Queue tab. An Event Queue window like the one
shown in Figure 41 will display. Notice that you can change the view
from Events Awaiting Approval to Events Already Approved by
clicking the radio button to the left of your choice. Figure 41 shows the
Events Awaiting Approval view.

Home > Calendar > Event Quese

& Fuents Awaitng Aoproval | Events Areedy Asproued

Events awzitng for approval are lsted below.

Event Tithe Date Time Sitef Saction

Happy Valey SD Alumni BOT Mesting 10/14/2008  7:00:00 PM Akimni @ Dreckne
PTO PoE Luck SUpper 109/ 2008 6:00:00 PM Hapoy valley Elzmenzary Scinol - Approve | | Dechine
s&niar Day for Fl Sparts 10/17/2008  B:00:00 AM  Happy Valley High School Apgrove Dechne
sith Grade Harvest Dance 10f242008 7:00:00 AM Hapoy valey Middle School Aunrv_v

Figure 41: Event Queue window showing Evens Awaiting Approval

3. To approve an event, click on the Approve button to the right of the
event. That event will appear on the site or subsite calendar. It will no
longer appear in the Events Awaiting Approval view of the Event
Queue. The editor who requested that posting will receive an email
notification.

Page 42



JSchoolwires Centricity 1.0 (alendar

4. To decline the posting, click on the Decline button to the right of the
event. The event will not be posted to the calendar. The editor who
requested that posting will receive an email notification.

Note: As you can see from Figure 42, if you click on the radio button to
the right of Events Already Approved, you will see the events in that view.
Notice that you can only remove those events.

Home > Calendar > Event Queve

Display:
12 Events Awaiting Approval @ Events Already Approved

Events Already Approved

Events arzady approved are isted below.
Event Title Date Time: Site/ Section
Happy Vallzy S0 Alumni BOD Meeting 10/14/2008 7:00:00 PM Alurnni Remove |
PTO Pot Luck Supper 16/9/2008 5:00:00 PM Happy Valey Bementary School | Remove

Figure 42: Event Queue window showing Events Already Approved
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Setting Up Event Categories

An editor can enhance the usability of the calendar by assigning categories to
events. This allows users to view color coded calendar events and to apply
category filters to their calendar views.

Site Directors set up the categories for events for the entire site (i.e., for the
main site and all subsites and sections). This tab is only available to Site

Directors.

To set up categories for events for the site:

1. Access the calendar from within the Site Workspace. The calendar will

open on the Calendar tab.

2. Click on the Event Categories tab. An Event Categories window like
the one shown in Figure 43will display.

Heme = Calendar = Event Categories

Event Categories

= || Event Categories

(Create 3 category and assign it a display color by fyping the category name next to the color of your choice.

1.
3.
5.
7

1o

: [l
13.
15
17.
19.

[Wacacemic vents

2

. Wathietic Events

|Haliday

4.

[Teacher In-Service

|Df Campus Adtivity

6.

|Bxtracurricular Activities

{Parent Events

8

< _Jhss'rgrments

10.

12.

14,

16.

i8.

Save

Cancel

20.

|
|
|
|
r

Figure 43: Event Categories window

Enter the title for the category you wish to add to the right of a color.

4. Click on the Save button. The Event Categories window will refresh
and the category you just added will display.

Notes:

If you change the name of the category, all events currently in
that category will now display the new category name.

If you delete the name of the category, all events currently in
that category will now display “None” as the category name.
However, the category will retain its original color.

Page 44



JSchoolwires Centricity 1.0 (alendar

Enabling Event Filters

By applying filters, visitors to your website can tailor their calendar views to
their needs. For instance, parents might only want to see calendar events for
the district, their children’s schools and certain sections in which they may be
interested. See “Using the Calendar as a Visitor to the Website” later in this
chapter for more information on applying filters on the End User.

However, before visitors to your website can apply filters, a Site Director
must enable them for the entire site.

Only Site Directors can enable filter options and will see this tab.
To enable filter options for the site:

1. Access the calendar from within the Site Workspace. The calendar will
open on the Calendar tab.

2. Click on the Filter Options tab. A Filter Options window like the one
shown in Figure 44 will display. As you can seeg, it displays on the Site
and Subsite tab.

Hame = Calendar = Filter Options

Filter Options
Enable the use of calendar fitters by chdeng in the checkbox to the keft of any ste, subsite or section calendar
by wehich you wish to aliow a visitor to your website to fiter the calendar view.

Site and Subsite Flters  Seciion Filters

I”] select all

[# Happy valiey School District [ Happy valley Elementary School

[¥] Happy Valley High School [#! Happy Valley Middle School
conc

Figure 44: Filter Options window: Site and Subsite Filters tab

3. To enable visitors to apply site and subsite filters to their calendar
views, click in the checkbox to the left of that site or subsite. Click in
the Select all checkbox to enable all site and subsite filters.

4. To enable visitors to apply section filters to their calendar views:

a. Click on the Section Filters tab. As shown in Figure 45, that tab
will display.
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Filter Options
Enable the use of celendar filters by clicking in the checkbox to the &ft of any sice, subsite or section calendar
by which you wich to allow a vistor to your website to filter the calendar view.

Site and Subsite Filters. Section Filters

@ Happy Valley Elementary School

[ Salect all

[¥ Kindergartan Curriculum [ Miss Eckles
@ Happy valley High school
@ Happy Valley Middle School

© Happy Valley School District

Save Cancel

Figure 45: Filter Options window: Section Filters tab
b. Expand the site or subsite on which the sections reside.

c. Click in the checkbox to the left of the sections whose filters you
wish to enable. Click in the Select all checkbox to enable all
section filters for that site or subsite.

5. To disable a filter, click in the checkbox to the left of that site, subsite
or section filter. The check will disappear from that checkbox.

Note: Disabling a filter once visitors have been able to apply it may
cause confusion.

6. Click on the Save button. The Filter Options window will refresh and
your changes will display. In addition, these changes will be reflected
on the End User Filter Options.

Note: Calendars on the end-user website have access to category filters
without any action by a Site Director.
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Integrating Schedule Star into Calendars

If you have enabled Schedule Star integration for the entire site in the Site
Settings task, you will be able to integrate any calendar with Schedule Star.
The Advanced Options tab shown in Figure 46 will only display if integration
has been enabled for the entire site.

To integrate a calendar you must enable Schedule Star integration for the
calendar and then integrate Schedule Star with it.

Enabling Schedule Star Integration
To enable Schedule Star integration for the site calendar:
1. Access the appropriate workspace.

2. Click on the Edit Calendar task on either the drop-down menu or the
Edit Homepage and Calendar tab. The site calendar will display.

3. Click on the Advanced Options tab as shown in Figure 46.

Home = Calendsr = Advanced Options

Advanced Options
Enable the use of advanced options withn the calendar.

Schedule Star Integration
Would you like to integrate Schedule Star events into this calendar?,

D¥es @ Nao

conce

Figure 46: Site Calendar on Advanced Options tab

4. Click in the radio button to the left of Yes. The Advanced Options
window will expand as shown in Figure 47.

Advanced Options
Erablz the usa of advanced options within the clendar.

Schedule Star Tntegration
Would you ke tointegrate Scheduls St events into this caendar 2,

@Yes @ No

Schedule Star Configuration

Al fizlds marked with an asterisk {*) are required.
Schedule Star o
Enter your erganization's Schedule Star account number,

Ii
Catagory:
[None |

Figure 47: Advanced Options window expanded

Page 47



JSchoolwires Centricity 1.0 (alendar

5. Enter your organization’s account number.

6. Choose a category for the events from Schedule Star from the
drop-down list.

7. Click on the Save button.
Integrating Schedule Star Events
To integrate Schedule Star events into your calendar:

1. Access the Calendar tab as shown in Figure 48. As you can see, once
Schedule Star is enabled for the calendar, the Schedule Star button will
display.

Hume > Calendar

(Today | |[1]Day | |[F]week| |30 Morkh | Lt ([ Legend Schedus Skar '

Tedwy | [Moer| [Eweck] [EMerit] BRI ED W
To add s Quick Evert, doubls cick on the date, To ed? an sdsting event, dick on the s

[¥]  october2008  [¥] Oclober v 2008 ~
Sunday Monday :[umdav inesday Thursd Friday Saturday |

& 2 = 4

& 6 7 B 9 10 11

) GHOAON, PO Pet & 7:00PM Fall Danca
= |

12 i5 16 17 18

19, 20 21 22 23| 24! 25
$:00AM Supecrieacen... | | [ 7:008M Team Mestings

30| a1

Figure 48: Site Calendar with Schedule Star enabled

2. Click on the Schedule Star button. Step 1 of the Schedule Star wizard
as shown in Figure 49 will display.
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Step 1: Enter the d

¢ ko add bo the calendar from Schedule Star,

Start Date End Date

| 8 | B

Nert = Cancel

Figure 49: Step 1 of Schedule Star wizard

3. Enter the date range for the Schedule Star events you wish to add to
your calendar.

4. Click the Next button. A processing message will display followed by
a message of a successful import like the one shown in Figure 50.

Successful Import

The file has been essed and the events have been added to the calendar,

The file has been successfully processed.

Finish

Figure 50: Successful import window

5. Click on the Finish button. The calendar will refresh. (In Safari, you
must click on the calendar tab to refresh the calendar manually.) The
events you added from Schedule Star will display on the calendar in
Site Manager and on the end user.

Note: The details from a Schedule Star event will display in the event
description on the end user website as well as in Site Manager.
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Using the Calendar on the End-User Website

End users of the website will see a calendar like the one shown in Figure 51
when they click on the calendar button on the site or subsite homepage or the
calendar link in a section.

By applying filters, end users can see all the events they wish to see on one
calendar, provided a Site Director has enabled filters for the site, subsites and
sections.

[t | [t | [E S5 Feed|

* Filter Options
4 October - [*] October *! Ociober
SMTWTEFS 2008 2008 ~

e ; ;130 Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
1 2 3 4

121314 151617 18
8:00AM Baznt
1920 21 22 23 24 25 of Edwc,.
2627 28 2930 31
Hovember

SMITWT ES

1
SO O T 3 G 7 & ] 10 11

9 10 11 1213 1415 00PN ETO
1617 18 1020 21 22 PRCBL sy fidi
2324252627 28 29

10

Taday |[jj Da\;'i Ewéeﬂ @Mo'rth | |E@Ll's't |E Legend | E PIYEVENtS | } Buttons

December

CE N A e 12 13 14 15;
123 4 586
i el s e s
141516 17 1819 20
21 2223243526 27
282030 21

18

Hy

19 20! 21 22 23 24 23

T:00AM Sath 7:008M Team
Grade Ho, Mestings

5:004M
Superintenden...

30 31

Figure 51: Calendar on end-user website

Notice the buttons at the top of the calendar. Their functions are:
e Users control their view of the calendar with the first five buttons.
e Users display the categories legend by clicking on the Legend button.

e Users access any events for which they have registered using the My Events
button.

e Users export calendar events to a universal vCalendar format using the Export
button.
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e Users can print an event or events using the Print button.

e Users can add the calendar events to their homepage using the RSS Feeds
button.

Applying Filters to the Calendar

By applying filters, end users can tailor their calendar views to their needs. In
order for a filter to be available for use, however, a Site Director must have
enabled it. See “Enabling Event Filters” earlier in this chapter.

Note: Mandatory events cannot be filtered out of any calendar.
To apply filters to the calendar:

1. Access the calendar to which you wish to apply these filters (i.e., your

base calendar). The calendar will display in the monthly view like the
one shown in Figure 51.

2. Click on the arrow to the left of Filter Options on the top left of the
calendar. Filter Options will expand as shown in Figure 52.

¥ Filter Options

Site and Subsite Filkers ~ SectionFilters  Category Flters

Choose the site and subste czlendars you would like to merge on this calendar by clicking
n the checkbox to the left of each site or subsite.

[ select al

[¥] Happy Valley School Districc Happy Valley Elementary School
[¥I Happy Valley High Schoal [¥IHappy Valley Middie Schaol
Filter

Figure 52: Filter Options: Site and Subsite Filters tab

3. Click in the checkbox to the left of each site and subsite calendar you

wish to merge on your base calendar. Clicking again will deselect a
site or subsite calendar.

4. Click on the Section Filters tab. It will display.

a. Click on the arrow to the left of the site or subsite in which the
section is located. The list of sections on that site or subsite will
display as shown in Figure 53.

Page 51



JSchoolwires Centricity 1.0 (alendar

¥ Filter Options

Site and Subsite Filters Section Filters Category Filters

Choose the section calendars you would like Co merge on this calendar by dicking
In the checkbox to the left of each secuon.

[ Selact Al
¥ Kindergarten Curriculum

» Happy Valley High School
» Happy Vallay Middle School
» Happy Valley School District

Figure 53: Filter Options: Section Filters tab

b. Select or deselect a section by clicking in the checkbox to the left
of that section.

5. Click on the Category Filters tab. A Category Filters tab like the one
shown in Figure 54 will display. By default all the categories are

selected to ensure that you can see every event on the calendars
selected other tabs.

¥ Filter Options

Site and Subsite Flters Secticn Filters . Category Filters

Chooss the categortes you would like to fiter out of this clendar by clicking
in the checkbox to the kft of each ctegory.

[7] Select Al

[¥] Academic Events Assignments

Athletic Events [¥] Extracurricular Actwities
Holiday [¥] 0ff campuis Activity

[¥] parent Events [#] Teacher n-service

[#] Unassigned

Figure 54: Filter Options: Categories tab

6. Deselect any categories you would like excluded from your base
calendar. Once you apply the filters, events in these categories will not
display regardless of the originating calendar. The only exceptions to
this are mandatory events, which will always display.

7. Click on the Filter button at the bottom left of the Filter Options

window. The events that coincide with the filters you applied will
appear on the calendar.
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Viewing a Calendar Not Available in Filters

If the Site Director has not enabled the application of a filter for a site, subsite
or section, you can still access that calendar directly.

To view a calendar for a site or subsite that is not available in filters:
1. Navigate to the homepage for that site or subsite on the website.

2. Click on the Calendar link. On a standard Schoolwires template, this
will be on the Channel bar.

To view a section calendar for a section that is not available in filters:
1. Navigate to the section on the website.

2. Click on the link for the calendar for that section. That section
calendar will display.

Note: Section Editors can choose not to have a Calendar Pages in their
sections.

Navigating Calendar Views

The default view for the calendar is Month. In this view, the current day is
outlined in red.

1. To change the view, click on the Today, Day, Week or Month or List
button as desired. The view you selected will display.

2. To move forward or backward by a single day, week or month, click
on the appropriate directional arrow.

3. When in the monthly or list view, you can select another month or year
from the drop-down list on the top right. As you can see in Figure 55,
when you are in the list view, you can show or hide event details by
clicking in the checkbox at the top of the calendar.

EGT |mDay | |EW&ek| I@ Wonth | |E@Li9: ] | Legend | I—@MyEvents|
[t | [S e | [ElAss Feet |

S o
@ event dtscriptioD

“December!*! December ~
2008 2008 -

| 12/01/2008 8:00 AM - 5:00 PM Board of Education Meeting

| 12/24/2008 B:00 AM - 5:00 PM Superintendent's Advisory Committee

|
| 12/14/2008 7:00 PM - 6:30 PM Happy Valley SD Alumni BOD Meefing ]
|
|

| 12/25f2008 7:00 AM - 8:00 AM Team Meetings

Figure 55: Calendar on end-user website in List View
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Exporting Events
You can export all events in a date range or a single event.
To export multiple events within a date range:

1. Access the calendar from which you wish to export. The calendar will
display in the monthly view like the one shown in Figure 56.

Today |[jj Da\;'i Ewéeﬂ @Mo'rth | |E@Lls't |E Legend | @ PIYEVENtS |
[t | [t | [E S5 Feed|
* Filter Options
4 October . 1 October *! -6md_ber_ -

SMTWTEFS 2008 il
¥ ZA i it uecday nesday ursday Friday rday

568 7 8 01011 2 e LL Wed b =

121314 151617 18 . - ' i
B:00AM Boari

1920 21 22 2324 25 of Educ..

2627 28 2930 31

Hovember

SMITWT ES

1
SO O T 3 G 7 & ] 10 11

9 10111213 1415 EOUPM FTC -0 F:DORM Fall
1617 18 1020 21 22 Par it . Dance

2329425 2627 28 29
30

December

CE N A e 12 13 14 15;

123 4 586
i el s e s
141516 17 1819 20
21 2223243526 27
28 2030 21

18

iy

19 20! 21 22 23 24 23

T:00AM Sath 7:00AM Team
Grade H,.\ Mestings
5:004M

Superintenden...

30 31

Figure 56: Calendar on end-user website

2. Click on the Export button. A Date Range window like the one shown
in Figure 57 will display.
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Enter the date range for the export. Then dick Export.

Start Date: B
(e /delieyin)
End Date: B
(e iyt
[ Export | [ cancel

Figure 57: Date Range window
Enter a date range for the export.
4. Click on the Export button. A File Download window will display.

Save the VVCS file to your computer for import into your calendar
program.

You export a single event in essentially the same way from the Event Details
window as shown in Figure 58.

Happy Valley Elementary School
Thursday, October 09, 2008 - 06:00 PM - 08:30 PM
PTO Pot Luck Supper

A casual way to spend some time with your child's teacher.
Bring a dish to pass. Meat and rolls will be provided. Vegetarian choices
available.

Print

Figure 58: Event Detail window
To export a single event:

1. Click on the event title of the event. An Event Details window like the
one shown in Figure 58 will display.

2. Click on the Export button. A File Download window will display.

3. Save the VCS file to your computer for import into your calendar
program.
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Printing a Calendar Page or Event

You can print a calendar page or an event.

To print a calendar page:

1. Access the calendar from which you wish to print. The calendar will
display in the monthly view like the one shown in Figure 59.

A October r
SNEEW T E 8
23
567 B 01011
121314 151617 18
1920 21 22 2324 25
1627 28 29 30 31
Hovember

SMTWT ES
1

34 5 6 FE

9 10 11 1213 1415

1617 18 1920 21 22

1329252627 28 29

30

December

CE N A e

123 4 586
i el s e s
141516 17 1819 20
21 2223243526 27
28 2030 21

Taday |;jj Da\;'i EEWBS(' |E rorth | |E@Lls't |E Legend | @ PIYEVENtS |
(ot | [ Zrint | [Erss Feed|
S

* Filter Options
[*] October */ Ociober
2008 2008 -
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
1 2 3 4
B:00AM Board
of Edec..
3 G 7 8 9 10 11
SOURM FTO © 00PN Fall
PO Lk . Dance
12 13 14 5 i
TIDAPM
19 20 21 22 23 24 23
T:00AM Sath TH0AM Tezm
Grade H.., Mestings
5:004M
Superintenden...
26 27 20 31

Figure 59: Calendar on end-user website

Select the dates and the view you wish to print. (See “Navigating in

Calendar Views” earlier in this chapter for more information.)

Click on the Print button. Another browser window will open.

Click on the Print button in your browser. The view for the dates you

selected will print.

To print a single event:

1.

Access the calendar on which the event displays. The calendar will

display in the monthly view like the one shown in Figure 59.

Click on the event you wish to print. An Event Detail window like the

one shown in Figure 60 will display.
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4.
S.

Happy Valley Elementary School
Thursday, October 09, 2008 - 06:00 PM - 08:30 PM
PTO Pot Luck Supper

A casual way to spend some time with your child's teacher.

Bring a dish to pass. Meat and rolls will be provided. Vegetarian choices
available.

G

Figure 60: Event Detail window

Click on the Print button on the Event Information window. The
printer dialog box for your printer will display.

Make adjustments to your print options as required.
Click on the Print button. The event you selected will print.

Using RSS Feeds

An RSS feed is a way to provide you with updated content from one website
to another. If you use an RSS feed from the calendar, the events on that
calendar will appear on your homepage.

To add an RSS feed:

1.

Access the calendar on the end-user website.

ﬁa? mDayJ LE W\eek| E Menth | |E@Li9: l | Legend | @MyEvents|
& Export—! _ Prirt | 4

» Fiter Options
[[1Show event descriptions

rﬂDecembarm December ~
2008 2008 -

| 12/01/2008 8:00 AM - 5:00 PM Board of Education Meeting

|
[12/14/2008 7:00 PM - 0:30 PM Happy Valey SD Alumni BOD Meting |
|
|

| 12/24/2008 8:00 AM - 5:00 PM Superintendent's Advisory Committee

| 12/25/2008 7:00 AM - 8:00 AM Team Meetings

Figure 61: Calendar on end-user website in List View

2. Click on the RSS Feed button. A Subscribe window like the one shown

in Figure 62 will display.
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Subscribe

Click on 2 button balow to subscribe {add a feed) to that homepage. You can subscribe to more than one homepage. You must have a
wvalid account with these websitas to subscrbe.

All protected content on this site wil not dispby in the fead; therefore, don't forget to chedk back here for any protected content.

[ |
[+ EasEn|
I rr useo! |

1f you ars comfortable with addng RSS feeds manualy, below is a URL to the RSS feed.

http:/{doc.schoolwires.net/doc/ficzlsw rss.asp?calll=0

Why should I subscribe?

Once you subscribe to a page, you @an view content titles and dick on the Inks to quickly ink to the content from your personzlized
Google, My MSHN, My Yahoo! or My AOL homepage.

What is a RSS feed?

Subscribng s also known as adding a R55 feed. RSS & 2 standardized format that lets you subscribe to a website using software
applicetions such 25 Microsoft® Outlook®, Micosoft® Internet Explorer® and Mozila® Firefox®.

Figure 62: Subscribe window

3. Click on the button to your homepage (must have an account with that
website) or add the RSS feed manually. The events will display on
your homepage.
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Using the Calendar as a Registered User
Registered users of your website can:

e View events that are only visible to certain users (role) if they have
been assigned that role.

e Register for events once they have signed in.
e View all events for which they have registered.
Viewing Role-based Events

If an editor has made an event viewable only by certain roles, the registered
user must sign in and be assigned that role to see the event. See the Centricity
chapters, “Site Structure, Navigation & User Registration” and “Site &
Subsite Workspaces,” for more information about roles and how they are
assigned.

Registering for an Event

Unlike the other calendar functions that are available to end users, to register
for an event, you must be a registered user. You must also sign in so that you
are recognized as a registered user. See the Centricity chapters, “Site
Structure, Navigation & User Registration” and “Site & Subsite Workspaces,”
for more information about how users are registered and how they sign in.

To register for an event, registered users:
1. Signin to Centricity.
2. Access the calendar on which the event displays.

3. Click on the event. An Event Details window like the one shown in
Figure 63 will display.

Register for:

Fall Dance
10/10/2008 7 PM - 11 PM

Rene Dion Phone:
Fax:
keraig@schoowires.com

Maximum number of 200 Last day to register: 10/7/2008
seats:

Number of seats st 199 Last day to cancel:  10/7/2008
avalable:

Figure 63 Event Details window
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4. Click on the Register button. If you need to make choices or have an
opportunity to request special accommodations, a Registration window
will display where you can enter that information.

5. Click on the Register button. A confirmation window like the one
shown in Figure 64 will display. You will receive an email confirming
your registration. If you are on the waiting list, the email will state
that. The contact for the event will receive an email about your
registration.

!I_\ Reqistration completed succasstully.

Figure 64: Registration confirmation window

Notes:
e If you have not signed in, you will be prompted to do so.

e If you have already registered for the event, you will see a message
stating that.

Viewing your Events

The My Events button that displays on the top right of any calendar will take
you to a list of the events for which you have registered. Therefore, you must
be a registered user of the website and must sign in to the site in order to
access this information. See the Centricity chapters, “Site Structure,
Navigation & User Registration” and “Site & Subsite Workspaces,” for more
information about how users are registered and how they sign in.

To view the events for which you have registered:
1. Signin to Centricity
2. Access any calendar.

3. Click on the My Events button. A View My Events window like the one
shown in Figure 65 will display.

My events in this Site

All the events for which you have registered & Yeu're registered for this Event.
on this entire wabsite arz listed below. Click (\ - 4 iting i
on an event to see more details. il TETE ey o e g s

« Fal Dance 10/10/2008 7PM- 11 PM Remove |

Calendar Home

Figure 65: View My Events window
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As you can see, besides the status of registrations, this window
provides a user with:

e Access to event information
e The ability to cancel registration
e A link back to the calendar

e If you have not signed in, you will be prompted to do so.

e If you have not registered for any events, you will see a message
stating that.
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